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^•VAR  FOOD  ADl-INISTR'.TION 
Office  of  ^■istribution 
7''ashixngton  25,D..C,  . 

Flow  of  V.ork  in  the  Processing  of  Vendor  and  7."g:  re  house  Tickets 


General 

A.     Processing  of  Vendor  Tickets,  ^orm  FD—6OI,  and.  ITarehouse  Tic- 
kets, Form  FD..-602  (referred  to  collectively  in  t his  ileiiiorandum 
as  "Order"  Tickets),  as  outlined  in  this  memorandum  J'iill  become 
effective  immediately.    This  is  not  issued  as  formal  procedure, 
but  is  released  to  each  of  you  in  order  that  vie  may  try  out, 
survey,  and  find  any  weaknesses  in,  the  new  methods  of  opera- 
tion.   You  are  requested  to  follow  the'  outline  without  devia- 
tion.   Studies  wi].l  be  made  of  the  ne'r  flovr  of  work  and  \ie  will 
T:ant  your  sugge-stions  for  further,  simplification  or  improvement. 
After  the  procedure,  as  outlined  belo't?,  has  been- tested,  formal 
procedure  will, be  written  for  your  instruction' and  guidance. 

Commodity  Units,  ^ry  and  Cold  Allocation  Sections,  Storage  Division 

A.  .Commodity  Clerks  are  responsible  for  the  initial  preparation 

of  Order  Tickets  in  accordance  v.'ith  the  provisions  of  Ship.'dhg 
and  Storage  Branch  A'lemorandum  Number  30,2,  "General  Operating 
Procedure  for  the  Commodity  Units",  ■ 

B.  Commodity  Clerks  v^ill  assign  Numbers  to  Order  Tickets  in  ac- 
■    cordance  with  the  provisions  of  Shipping  and  Storage  Branch 

Mem.orandum  Number  4-1.1,  "Issuance  and  Control  of  Order  Ticket 
Numbers". 

C.  '.Then  the  Order  Ticket,  has  been  written,  the  Coriimodity  Clerk 
will  prepare,  if  necessary,  an  original  only  of  Fasquest  for 
ODT-QMH  Permit,  Form  3SB-13,  completing  all  of  Part  II  and  the 
first  three  columns,  of  Part  III. 

D.  The  Coiranodity  Clerk  vdll  then  stapjjs  together  the  Order  Ticket 
and  the  Request  for  ODT-Q!vE  Permit,  and  will  pla  ce  them  in  a 
"Hold"  box  on  the  desk  of  the  Comjnodity  Unit  Head. 

E.  Each  Commodity  Unit  Head  is  responsible   for  the  accuracy  of 
every  Order  Ticket  prepared  in  his  Unit.    He  will,  therefore, 

.  scan  each  Order  Ticket,  checking  the  accuracj^  of  its  prepara- 
tion and  noting  the  urgency  of  the  particular  shipment. 
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F.  The  Gorniaodity  Unit  Head  Trill  then  fon,';?.rd  the  Order  Ticket  to 
,the  Control  Desk^  HateSj  Tariffs  and  Routing  Unit,  Traffic 
Section,  Shipping  Division, 

III    Rates,  Tariffs  and  Routing  Unit,  Tr^affic  Section,  Shiopinp;  Division 

A.  Upon  receipt  of  the  Order  Ticket  (v/ith  a  Reaiest  for  ODT-^^R 
Permit  attached,  if  necessary),  the  Control  Clerk,  R£.tes,  ' 
Traffis  and  Routing  Unit,  ■''ill  enter  the  Order  Ticket  on  the 

,  Unit's  Order  Ticket  Control  Sheet  in  accordance  ""vith-  the  pro- 
visions of  Shipping  and  Storage  Branch  I'fernorandum  Number  Al.l, 
"Issuance  and  Control  of  Order 'Ticket  Numbers". 

B,  The  Control  Clerk  v. ill  then  place  the  Order  Ticket  in  an  "In" 
,  box  on  the  desk' of  the  Assistant  Head,  Rates,  Tariffs  and 

Routing  Unit,  -  -■ 

G.  The  Assistant  Head  t/ ill  scan  each  Order  Tickef  for  peculiar 
or  difficult  routing  problems  in  order  that  he  may  assist,  the 
Traffic  Assistants  ■  in  solving  themj  7-:ill  note  the  urgency  of 
particular  shipments  and  Till  see  that  such  shipments  receive 
priority  handling  in  the  Unit..     ■       ,     .  ■  .  -; 

,      D,    The  Assistant  Head  v;ill  then  assign  the  Order  Ticket  to  a 

Traffic  Assistant  for  routing.-  It  is  the-  re^  onsibilitj'-  of 
■  the  Assistant  Head'  to  see  that  Order  Tickets  are  handled  in 
the  Unit  expeditiously  at  all  times,  and  to  maintain  an  even 
distribution  of  Yvork  among  the  Traffic  AssistsntTS  in  the  Unit. 

E.  The  Traffic  Assistant  determining  the  routing  for  a' particular 
shipment  vlll  write  such- routing,  and  any  necessary  protective 
services  on  the  Order  Ticket"  in  the  space;  provided  therefor^ 
v.dll  initial  the  Order  Ticket;  v;ill  fill"  in  the  routing  infor- 
mation necessa.ry  in.  Part  III  of  the  ftequest  for  ODT-QMR  Permit, 
if  one  is  stapled  to  the  Order  Ticket  ;  ' and  yifill  - place  the  com- 

.  pleted  Order  Ticket  in  a  "Hold"  box  on  the'  desk  of  the  Assistant 
Head  of  the  Unit, 

F.  The  Assistant  Head  of  the  Unit  rdll  check  the  completed  Order 
Ticket  for  accuracy  of  routing  and  protective  services  provi- 
sions; i-'ill  in'itial  the  Order  Ticket  belov;  the  initials  of  tlie 
Traffic  Assistant:  and  vvill  return  the  Ticket  to  the  Control 
Clerk. 

G.  The  Control  Clerk  fill  make  the  necessar^r  notation  on  ths" 
Unit's  Order  Ticket  Control  Sheet  to  indicate  that  the  Order 
Ticket  has  cleared  through  the  'Rates,  Tariffs  and  Routi^ig 
Unit  (see  Shir"^ing  and  Storage  i»icmor^  ndum  Number  4-1  ^l^  "Is- 
suance and  Control  of  Order  Ticket  Numbers*?)* 


H.-    The  Control  Clerk  will  then  distribute  the  Order  Tickets  as 
f  ollov.-s : 


1.    Each  Orde.-  Ticket  to  vrhich  a  Reqi  est  for  ODT-Qlffl  Permit 
Us  attached  will  be  delivered  to  the  ODT  Pei-rrdt  Unit, 
T&nsit  Section,  Shipping  Division; 

2^    Each  Order  Ticket  to  which  a  itequest  for  ODT-QIvK  Permit 
is  not  attached  will  be  delivered  to  the  Ticket  Number 
Control  Clerk,  Document  Servicing  Sedtion,  Shipping  Di- 
vision. 

ODT  Permits  Unit,  Transit  Section,  Ship-oing;  Division 

A.  '>7hen  Order  Tickets,  tp  v.^hich  Reqiests  for  ODT-QM  Permits, 
Form  SSB-13,  are  stapled,  are  received  in  the  ODT  Permits 
Unit,  the  Unit  Head  T.dll  immediately  arrange  the  Order 

-  Tickets  vrith  priori tj^  given  to  the  most  urgent  shipments. 

B.  The  Q}fiR  Tcle%-pe  Operator  will  then  teletype  the  ODT  Office 
in  the  Pentagon  Building  for  the  ODT-CMR  Permit  MuiTibers  and 
Expiration  Dates,  giving  preferential  handling,  to  the  Order 
Tickets  in  the  order  of  priority. 

C.  As  the  QMR  Permit  Num-bcrs  and  Expiration  Dates  arc  telephoned 
in  from,  the  ODT  Office,  the  appropriate  Num.bor  and  Expiration 
Date  will  be  v/ritten  on  each  Order  Ticket,  as  well  as  on  the 
attached  Form  SSB-13 ..  /  ■  ' 

D.  Fonii  SSB-13,  Re'quest  for  ODT-QHR  Permit,  will  then  be  removed' 
from  the  Order  Ticket;  will  be  completed  in  Part  I  and  retained 
in  a  file  in  the  ODT  Permits  Unit  for  reference  purposes, 

E.  The  Order  Ticket  will  then  be  delivered  to  the  Ticket  Control 
Desk,  Docmnent  Servicing  Section,  Shipping  Division. 

Document  Servicing  Section,  Shipping  Division 

A,    Ticket  Control  Desk 

1.    n^hen  the  Order  Ticket  reaches  the  Ticket  Control  Clerk, 
Document  Servicing  -Section,  either  from  the  Rates,  Tar- 
iffs and  Routing  Unit,  as  provided  in  Section  III, 
paragraph  H-2  above,  or  from  the  ODT  Permits  Unit,  as 
provided  in  Section  IV,  paragraph  E  above,  the  Con-  ' 
trol  Clerk  will  enter  the  reciuired  information  on 
the  Master  Ticket  Nmnber  Control  Sheet,  in  accordance 
with  the  provisions  of.  Shipoing  and  Storage  I'femioran- 
dum  No.  41.1,  '^Issuance  and  Control  of  Order  Ticket 
Nmnber  s"  » 


a*    If  tho  Control  Clerk  discovers  a- duplicrtion  : 
of  iiurabers,  the  error  y.'ill  be  cori-ected,  T.'ith 
the  appropriate  Gorrraodity  Clerk,  on  the  Com- 
modity Unit '  s  Tictet  Nur^ber  Contj^ol  Sheet; 
and,  ivith.  the- Control  Clerk. in  the  Hates,  Tar- 
iffs and  ■  iibuting  ;  Unit,  ;  on  that  Unit '  s  Ticket 
Nurribei-  Control  Sheet;  and  the  Order 'Ticket 
rill  be -properly  numbered,  ;  ■  . 


2,  The.  Ticket  -  Control  Clerk.  T'ill  then  dist.ribute  the  Order 
Tickets  as  follovs: 

a.  Delivtr  to  the  Teletype , Unit,  Coordination  and 
Sorvi.ce  Section,  lield  Operations  Division,  all 
Order  Tickets  covering  shipments  under  the  .juri-s- 
diction  of  the  '.Vashington  Office, 

b.  Deliver  to  the  Chief,-  Document  Servicing  Section, 
all  Order  Tidtcts  cov  rin;^  shiprrien  s  under  the 
jurisdiction  of  the  'C'^^ic're  0.  'tc:i.  ■ 

c.  Deliv-er  to  the  Shipping  Instructions  Desk,  Docu- 
ment  Servicing  Section,  -al.l.  ether  Order  Tickets, 

B.  Ship,Ang  Insti'uctions  Desk  '    '      '  ■  _ 

1.  Upon  receipt  of  an  Order  Ticket,  as  provided  in  Sec- 
tion V,  paragraph  A-2-c  abov^e,  the  -S/l  Desk  ivill  type, 
in  an  original  and  one  tissue  copy,  on  f"orn  FD- -4-93 
or  Fcrm  Fjji--494-^  the  Shipping  Instruction  for  the 
field,  . 

2.  The  t;;:''pod  Instruction  "v.-ill  be  checked  against  the  Order 
Ticket  to  assure  accuracy  and  inclusion  of  all  necsssary 
info  mat  ion. 

3.  The  Shipping " Instruction, ■ in  an  original. and  one  tissue 
copy,  will  be  delix'-ercd  to  the  Telet;'-pe  Unit,  Coordina- 
tion 3nd  Service  Section,  -^''ield  Operations  Division. 

The  Order  Ticket  -rili  be  delivered  to  the  Receiving 
Desk,  Document  Servicing  Section. 

C,  Receiving  Desk  .   ■  . 

1,    The  Receiving  C^erk,  upon  receipt  of  an  Order  Ticket: 

a.-  'From  the  S/l  Desk  as  pr-.ovided  in  Section  V,  para- 
graph   B-4  above;  -   '  .,• 
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b.  From  the  Teletype  Unit  as  provided  in  Section 
Vi,  paragraph  A-3  beloY;_,  or 

c.  From  the  Document  Servicing  Section  t^ypists 
as  provided  in  Section  V,  paragraph  D-1  below 

will  enter  it  on  the  Ijocument  Servicing  Section  con- 
trol records,  and  will  have  the  Order  Ticket  duplicated 
in  sufficient  copies  and  properly  distributed, 

D,    Order  Tickets  received  by  the  ^hief,  Document  Servicing  Section, 
as  'provided  in  Section  V,  paragraph  A-2-B  above,  will  be  dis- 
tributed to  Document  Servicing  Section  typists  for  preparation 
of  shipping  documents  with  "i.ashington  as  the  billing  office. 

1,    1'hese  Order  'tickets  vdll  then  bo  delivered  to  the 
Receiving  Desk  Document  o  or vicing  Sec  tion,,  for 
handling  as  provided  in  Section  V,  paragrcaph  C-1 
above,  ■  ■ 

VI     Teletype  Unit,  Coordination  and  Service  Section,  Field  Operations 
Division 

A»    All  Order  Tickets  received  in  the  Teletype  Unit,  as  provided 
in  Section  V,  paragraph  A-2-a  above,  cover  shipments'  under 
the  jurisdiction  of  the  Chicago  Office, 

1,  "hen  received,  they  will  be  delivered  to  the  N/D 
Clerk  'for  transmittal  (by  teletype)  of  Notices  to 
Deliver  to  the  ^^hicago  Office, 

a.    These  Notices  to  Deliver  messages  will  be 
typed  on  the  teletype  machine  in  an  original 
and  one  cop3'-  of  Form  FDi.-74.2  (TTashington) ., 

(l)    V,"hen  tjrped.  Form  FDA- 742  ( T.ashington) 

will  be  routed  as  follows  in  the  '.',>. shington 
Office, 

(s)    The  original  will  be  sent,  through 
the  mail  room,  to  the  Comj-Tiodity 
^      ,    Accountability  Section,  Finaace 
Division; 

(b)  The  copy  will  be  delivered,  by 
messenger,  to  the  Transit  Sec- 
tion, Shipping  Division, 

2.  After  the  Notice  to  Deliver  has  been  prepared  on  the 
te-letype  machine,  the  Order  '-l-icket  will  be  m.arkod 
with  the  time  of  preparation. 
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3.    The  Order  '-l-ickot  v'ill  then  be  dolivcred,-  bj  nes.'enger, 
to  the  Keceiving  Dosk^  L'ocument  Servicing  Section, 
Shipping  -"ivision. 

B,    x.ll  Shipping  Instrv.ctions  received,  in  the  Telct3^pe  Unit,  as 
provided  in  Section  V,  ni.r?.graph  B-3  above,  v.ill  be  distri- 
buted among  the  Teletype  Operr-tors  for  transmittal  of  th3 
;mess?^es  to  the  appropriate  billing  offices  in  the  field, 

,1.    Transrfiittal  of  the  message  •A'-ill  be  type  on  the. 
teletype  v\''c'.Line  in  an  original  and  one  copy, 

a.  The  original  vdll  be  stapled  to  the  ori- 
ginal of  the  Ship;;ing  Instruction  and 
both  v/ill  be  retained  in  the  Teletype  ■ 
Unit  for  six  nonths  for  reference  pur- 
poses and  then  destroyed, 

b.  The  copy  T.;ill  be  staplsd  to  the  copy  of 
the  Shipping  Instruction  and  both  vrill 

be  delivered,  ley  T.essenger,  to  the  Transit 
Section,  Shipping  -'-division. 


Chief,  Shipping  and  Storage  3r?.nch 


Index:      • ■ 
p  , .,  ....  • 

Distribution  Codes  "A"  and  "D" 
Ncvenbor  4,  1944 


